
Date Application was received:

City of Winchester
Special Events Application

The City of Winchester has enacted an ordinance for Assemblies, Demonstrations, and Parades in Section 14-146
thru 157.  All requests must be submitted to the office of the Chief of Police for review. The information required on  this form is
consistent to the enacted City ordinance.  The information requested by the application form will be used
to determine your eligibility for the special event permit request.  Please type or print clearly.  If your event will be  held in
the Old Town District or in any Winchester Parks and Recreation location a supplemental event form must
also be completed.  The event will not be considered for approval until the entire application and all of its parts are
received.

Activity: Date of Application:

Requested Date: 1st Choice: 2ndChoice or Rain Date:

Sponsored by:

Organizers Contact Information: (must list 2 contacts and indicate best method of contact) **One must be present for event
Primary: Name: Cell phone:

Address: Work phone:

Email: Home phone:

Secondary: Name: Cell phone:

Address: Work phone:

Email: Home phone:

Description of Event: Attach an additional sheet if more room is needed.

Requested Area(s): Identify the exact location for the activity.

Will the activity require the blocking of any
surrounding streets?  If yes, indicate which streets. What Streets? Yes  No

Set-up time: Clean-up time:Event Hours:

Participants:Anticipated attendance (per day): Spectators:

FOR OFFICE USE

City of Winchester Special Event Permit Application
WPD-29 Page 1 of 4

Permit:  Approved  Denied
Comments/Special Considerations: See last page
By: Date:
Special events permit #

Insurance Required:  Yes  No
COPY TO: Civil War Museum  WPA

 City Manager  Chief of Police  Fire Chief
 OTDB  Fred. Co. Admin  File
 Environmental Maintenance Parks and Recreation
Other



Event Information: Complete the following questions.  Provide additional information as needed

Attach copy of Insurance
Verification listing the City of
Winchester as an additional
insurer. ***Block parties
blocking streets require
insurance.  See page 4

1. Is the activity insured?  Yes  No

2. Name of Insurance Company providing
Certificates of Insurance for the Event:

Copy of the policy must be
provided before the event.

3. Will amplification equipment be used? Yes No If yes, length of time.

4. Will the event require use of any parking
lots as staging areas? Yes

If yes, which ones?
No

5. Will the event require additional
spectator parking than regularly
available? Yes No

If yes, what hours and which
garage.

6. Will any of the following items be used?
(check all that apply)
Also, BAR needs to approve signage requests
and the Zoning Department issues permits
with  a fee for tent usage.
If the tent is over 900 square feet, City
Inspections and Fire & Rescue departments
MUST issue occupancy permits.

 Tents Size(s)
Over 900 sq ft, must have Occupancy Permit issued-no
exceptions.

 Tables and chairs Number of
 Stage Size
 Live radio remotes
 Signs Size(s)
 Signs or banners Where

7. Will alcohol be served?
If yes all state and local ordinances must be
followed.

 Yes  No
The event must obtain a VA ABC
permit, comply with state code and
16-32 and 14-150 of the City
ordinance.

8. Will food be served? If yes, you must have a permit from
Health Department.

9. Will admission fees, entry fees or other
fees be charged as part, or in
association with the activity?

City of Winchester Special Event Permit Application
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Fee Amount:

If yes, who?10.  Will you have security on site?

11.  Will there be a parade?

If yes, where and route.
Will the entire street be occupied or
only a portion of the street?
A diagram must by submitted on page
3.

12.  Will there be vehicles in parade? How many?  What type?

13.  Will there be animals? How many and what kind.

14.  Will the event take place at any Parks
and Recreation location?

If yes, you must complete a
supplemental event form for their
organization.

15.  Will the event take place in the Old
Town district?

If yes, you must complete a
supplemental event form for their
organization.

16.  Will you be requiring assistance from
Fire and/or Rescue Department?

What kind of services?

Contact F&R at (540) 662-2298, a fee
may apply.

17.  Will there be Fireworks? If yes, contact F&R department for
application and permit process.

 No Yes

 No Yes

 No Yes

 No Yes

 No Yes

 No Yes

 No Yes

 No Yes

 No Yes

 No Yes



Map and/or Sketch of Event
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Hold Harmless Agreement

(Legal name of business/ organizer, exactly as it appears on

Certificate of Insurance.), shall defend and hold harmless the City, its officers, employees, agents, and
representatives thereof, harmless from all suits, actions, claims of any kind, including attorney's fees, brought on
account of any personal injuries, damages, or violation of rights sustained by any person or property in consequence
of any neglect on behalf of

 (Legal name of business/ organizer), while their personal property

is situated on City property.

(Legal name of business/ organizer) shall further hold the City

harmless from any claims or amounts arising from violation of any law, bylaw, ordinance, regulation or decree.

Legal name of business/ Organizer:
(as it appears above)

By (signature):

Name (printed):

Title:

Address:

Signature: Date:

Comments/Special Considerations:


Kelly Rice
D:20070628094039- 04'00'
D:20070628094151- 04'00'
Date Application was received:
City of Winchester 
Special Events Application 
The City of Winchester has enacted an ordinance for Assemblies, Demonstrations, and Parades in Section 14-146thru 157.  All requests must be submitted to the office of the Chief of Police for review. The information required on  this form is consistent to the enacted City ordinance.  The information requested by the application form will be used to determine your eligibility for the special event permit request.  Please type or print clearly.  If your event will be  held in the Old Town District or in any Winchester Parks and Recreation location a supplemental event form must also be completed.  The event will not be considered for approval until the entire application and all of its parts are received.    
Activity: 

  Date of Application:   
Requested Date: 
1
st
 Choice: 
2
nd

   Choice or Rain Date:   
Sponsored by: 

  Organizers Contact Information: (must list 2 contacts and indicate best method of contact) **One must be present for event   
Primary: 
Name: 
Cell phone: 
Address: 
Work phone: 
Email: 
Home phone: 
Secondary: 
Name: 
Cell phone: 
Address: 
Work phone: 
Email: 
Home phone: 

  Description of Event:  Attach an additional sheet if more room is needed.   

  Requested Area(s):  Identify the exact location for the activity.   

  Will the activity require the blocking of any 
surrounding streets?  If yes, indicate which streets.    
What Streets? 
 Yes    
 No  
Set-up time: 

  Clean-up time:   
Event Hours: 
Participants: 
Anticipated attendance (per day):
Spectators: 

  FOR OFFICE USE   
City of Winchester 
Special Event Permit Application 
WPD-29 
Page 1 of 4 
Permit: 
 Approved 
 Denied 

  Comments/Special Considerations:  See last page   
By:  
Date: 
Special events permit #  
Insurance Required: 
 Yes 
 No 
COPY TO: 

   Civil War Museum   
 WPA 
 City Manager 
 Chief of Police 
 Fire Chief
 OTDB 
 Fred. Co. Admin 
 File 
 Environmental Maintenance   
Parks and Recreation 
Other

  Event Information:  Complete the following questions.  Provide additional information as needed   
Attach copy of Insurance 

  Verification listing the City of  Winchester as an additional  insurer. ***Block parties   
blocking streets require 

  insurance.  See page 4   
1. 
Is the activity insured?  
 Yes   
 No 
2. 
Name of Insurance Company providing  Certificates of Insurance for the Event: 
Copy of the policy must be  provided before the event. 
3. 
Will amplification equipment be used? 

   Yes   

   No   
If yes, length of time. 
4. 
Will the event require use of any parking  lots as staging areas? 

   Yes   
If yes, which ones? 

   No   
5. 
Will the event require additional  spectator parking than regularly  available? 

   Yes   

   No   
If yes, what hours and which  garage. 
6. 
Will any of the following items be used?  (check all that apply) 
Also, BAR needs to approve signage requests  and the Zoning Department issues permits with  a fee for tent usage.  

  If the tent is over 900 square feet, City  Inspections and Fire & Rescue departments  MUST issue occupancy permits.   
 Tents 
Size(s) 
Over 900 sq ft, must have Occupancy Permit issued-no 
exceptions. 
 Tables and chairs 
Number of 
 Stage 
Size 
 Live radio remotes 
 Signs 
Size(s) 
 Signs or banners 
Where 
7. 
Will alcohol be served? 
If yes all state and local ordinances must be  followed. 
 Yes   
 No 
The event must obtain a VA ABC  permit, comply with state code and   16-32 and 14-150 of the City 
ordinance. 
8. 
Will food be served? 
If yes, you must have a permit from  Health Department. 
9. 
Will admission fees, entry fees or other  fees be charged as part, or in 
association with the activity? 
City of Winchester 
Special Event Permit Application 
WPD-29 
Page 2 of 4 
Fee Amount: 
If yes, who? 
10.  Will you have security on site? 
11.  Will there be a parade? 
If yes, where and route. 
Will the entire street be occupied or  only a portion of the street? 
A diagram must by submitted on page  3. 
12.  Will there be vehicles in parade? 
How many?  What type? 
13.  Will there be animals? 
How many and what kind. 
14.  Will the event take place at any Parks 
and Recreation location? 
If yes, you must complete a 
supplemental event form for their  organization. 
15.  Will the event take place in the Old 
Town district? 
If yes, you must complete a 
supplemental event form for their  organization. 
16.  Will you be requiring assistance from 
Fire and/or Rescue Department? 
What kind of services? 
Contact F&R at (540) 662-2298, a fee  may apply. 
17.  Will there be Fireworks? 
If yes, contact F&R department for  application and permit process. 
 No 
 Yes   
 No 
 Yes   
 No 
 Yes   
 No 
 Yes   
 No 
 Yes   
 No 
 Yes   
 No 
 Yes   
 No 
 Yes   
 No 
 Yes   
 No 
 Yes   
Map and/or Sketch of Event 
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  Hold Harmless Agreement   
(Legal name of business/ organizer, exactly as it appears on 

  Certificate of Insurance.), shall defend and hold harmless the City, its officers, employees, agents, and 
representatives thereof, harmless from all suits, actions, claims of any kind, including attorney's fees, brought on 
account of any personal injuries, damages, or violation of rights sustained by any person or property in consequence 
of any neglect on behalf of    
 (Legal name of business/ organizer), while their personal property 
is situated on City property.   
(Legal name of business/ organizer) shall further hold the City 
harmless from any claims or amounts arising from violation of any law, bylaw, ordinance, regulation or decree. 
Legal name of business/ Organizer: 
(as it appears above) 
By (signature): 
Name (printed): 
Title: 
Address: 
Signature: 
Date: 

  Comments/Special Considerations:     
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